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I NTRODUCTI ON

0001. PURPOSE. This nanual is issued to pronul gate policies and
procedures for the guidance of personnel assigned to duties involving
the procurenment of enlisted Marines, to establish the criteria for
enlistrment, to establish procedures governing the processing of
applicants, and to summarize recruiting support programs to be used in
acconplishing the enlisted recruiting nission

0002. STATUS

1. The policies and procedures in this manual apply to HQVC staff
agencies and field cormmanders who are authorized to recruit for the
U S. Marine Corps.

2. Any deviation fromthe instructions in this manual nust be
aut hori zed by the CG MCRC

0003. RESPONSIBILITY. The CG MCRC is responsible for the accuracy,
currency, nodification, and distribution of this Manual. The HQWC
staff and field commanders are responsible for the tinely entry of
changes and the physical maintenance of copies of this Mnual.

0004. ALLOMANCES.

1. Forward requests for changes to the authorized all owances of this
Manual to the CMC (AREB). Submit requests per the instructions
contai ned in MCO P5600. 31, Marine Corps Publications and Printing
Regul ati ons.

2. Obtain mssing pages by requisitioning the basic Manual and/or
perti nent changes per MCO P5600. 31

0005. ORGANI ZATI ON

1. This Manual is organized into chapters identified by an Arabic
nuneral as listed in the overall contents.

2. Paragraph nunbering is based on four digits. The first digit

i ndicates the chapter; the next digit, the section, the final two
digits the general mmjor paragraph nunber; and the conbinations which
foll ow the deci mal point, the subparagraph nunber; e.g., 3103. 3a(2)
refers to chapter 3, section 1, general nmjor paragraph nunber 03,
subpar agraph 3a(2).

3. Pages are nunbered in separate series by chapter nunber, with the
chapter nunber precedi ng each page nunber; e.g., the fourth page of
chapter 2 is shown as 2-4.



4. Paragraphs preceeded by an asterisk differ substantially fromthe
previous edition of this manual and should be revi ewed cl osely.

0006. CHANGES. The MCRC will publish changes to this Manual per
established criteria. Such changes are nunbered consecutively.
Record receipt and entry of such changes on the page provided
for that purpose.

0007. METHODS OF CI TATION. Reference paragraphs in this Manual in the
fol |l owi ng manner:

1. For correspondence:
Ref: (a) MPPM ENLPRCC, par. 3212.2a(1)

2. For nmessages and NAVGRAM s:
REF/ A/ DOC/ MCRC ( RE) / 15JUN97//
AVPN REF A | S THE MPPM ENLPRCC. //

NOTE: Always refer to the Tel ecommuni cati ons Users Manual (NTP 3) for
correct formatting. Ildentify the paragraph referenced in the nessage text.

3. For directives:
Ref: (a) MCO P1100.72B, MPPM ENLPRCC, par. 3212.2a(1)

4. Personnel records and forms only:
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CHAPTER 1
RECRUI TI NG PCLI ClI ES
SECTION 1: M LI TARY CONDUCT ON RECRU TI NG DUTY

1100. PURPOSE. This section contains general policy and instructions
governing the procurenment of both prior service (PS) and non-prior service
(NPS) enlisted personnel into the Marine Corps and NPS enlisted personne
into the Sel ected Marine Corps Reserve (SMCR). This section outlines
procedures that foster professional mlitary standards for Mrines serving
on the independent duty of recruiting.

1101. ACCEPTANCE FOR ENLI STMENT OR REENLI STMENT. All applicants who neet
prescri bed standards are acceptable for enlistnent or reenlistnment. No
applicant will be refused enlistnent because of race, color, religion
national origin, or gender, if the applicant is otherwise qualified in
accordance with the provisions in this Mnual

1102. M SSION OF THE MARI NE CORPS RECRUI TI NG COVWWAND. The ultinate
objective of the recruiting effort is the perpetuation of the Marine Corps
and the standards of preparedness and nmilitary vigor that Marines have
uphel d since 1775. The imediate inpact that recruiting has on the Marine
Corps requires that standards for enlistnent be strictly set to ensure that
future Marines will nmaintain our tradition of excellence. Accordingly, the
m ssion of the Recruiting Command is to procure personnel in the quantity
and quality directed by the CMC

1103. RECRU TER AWARENESS. The policies, instructions, and procedures in
this chapter and in subsequent chapters of this Manual inplenment directives
frompublic | aw, Executive Orders, governnental agencies, Departnent of

Def ense (DOD), and Headquarters Marine Corps. It is the responsibility of
the Recruiting Service to conply with the policies contained herein and
acconplish its mssion. The individual Marine recruiter is the indispensable
el enent of m ssion acconplishnment. Therefore, it is essential that each
recruiter be thoroughly famliar with this manual. Recruiter awareness must
al so include a knowl edge of each step in the process of qualification and
enlistrment. This requirement will be supported through recruiter training
An exchange of recruiting information anong recruiters thenselves is
encouraged. Recommendations or inquiries should be subnitted to the CG
MCRC t hrough the appropriate chain of conmand.
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1104. SCREENI NG AND PROCESSI NG OF APPLI CANTS.

1. njectives. The objectives of enlistnment processing are:

a. That all applicants accepted for enlistnment possess the required
qualifications. During all phases of processing, particular care nust be
taken to prevent erroneous or fraudulent enlistnents. Once it is established
that an applicant does not neet enlistnment qualifications, processing should
stop unless the applicant is otherw se exceptionally qualified and
recommended for a waiver.

b. That all enlistnent records are prepared accurately. Enlistnment
records are not only a matter of mmjor inportance during a person’s mlitary
service, but also later in civilian life, and even after death. Recruiters
are responsible for the entries that they nmake. Likewise, MIlitary Entrance
Processing Station Liaison NCOs are responsible for their entries. MNEPS
Liaison NCO s are al so responsible for reviewing and verifying with the
applicant all the entries made on enlistnent forns.

c. That a snmooth transition fromcivilian to mlitary life is effected
for those accepted for enlistnent. Applicants nust be honestly informed of
what they can expect fromthe Marine Corps and of what the Marine Corps
expects fromthem For those not qualified for enlistment, appropriate
advi ce and assi stance shoul d be given (see paragraph 1201 on page 1-9).

2. Professional Conduct. Processing is usually an applicant’s persona
introduction to the Marine Corps. |If integrity, efficiency, courtesy, and
tact prevail, the applicant will know that the decision to enlist is a w se
one, and the objectives |isted above will be net.

3. Initial Recruiter Screening.

a. Recruiters are the first echelon of quality control within the
Recruiting Service. Accordingly, recruiters will screen each prospect to
determine basic eligibility. Initial screening will include an authorized
Enli stment Screening Test (EST) and a Wde Range Achi evenent Test (WRAT)
(see chapter 3, section 2, part F, page 3-76).

b. Section 2 of chapter 3 of this manual assists in determ ning
enlistrment qualifications.

c. Ineligible prospects or applicants will be imediately rejected
unl ess there is an exceptional basis for waiver consideration

1-4



1105. RECRUI TI NG ETHI CS

1. Penalty for Knowingly Enlisting Ineligible Applicants. Article 84,

Uni form Code of Mlitary Justice, expressly states: Any person subject to
this chapter who effects an enlistnment or appointnent in, or separation from
the Arnmed Forces, of any person who is known to himher to be ineligible for
that enlistment, appointnent, or separation because it is prohibited by |aw,
regul ation, or order, shall be punished as a court-martial may direct."”

2. Recruiting Prom ses.

a. Recruiting personnel will not nake oral or witten promses to
applicants, parents, or to others except as authorized by this Manual or by
ot her appropriate Marine Corps directives. M srepresentation or deception
will not be tolerated. Inplied or direct assurances and/or prom ses are
prohi bited. Further, recruiting personnel nust not suggest that persona
correspondence to the CG MCRC, CMC, or to a political representative wll
give the applicant preference or result in acceptance after an applicant has
been rejected. All applicants are evaluated on their individual nerits and
qualifications alone using a "whole person" concept.

b. Recruiting personnel have a serious obligation to ensure that
applicants fully understand the true nature and scope of their agreenent
with the Marine Corps. Special care nust be taken to clarify or avoid any
statements, oral or witten, that could possibly be construed or
msinterpreted as a prom se. There are sone matters that mnust receive
speci al emphasis so that applicants will have a true and proper
understandi ng. These are matters that relate to:

(1) Cccupational field and mlitary occupational assignnents.

(2) Duty station assignnents.

(3) Bonus enlistnents.

(4) Pronotions.

(5) Educational opportunities.

(6) Meaning and requirenments of a military service obligation (MO).
c. Under no circunstances shall recruiting personnel directly

or indirectly characterize life in the Marine Corps as a
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life of ease and pleasure. Instead, our life should be depicted as a life
that offers nen and wonen a mlitary career where technical training,
education, and other rewards are available for those who work and desire to
make their own way. The Marine Corps is a challenging career. |f properly
presented, this should be sufficient attraction for young nmen and woren of
t he desired character.

d. Recruiting personnel must reinforce in the m nd of each applicant
that only those prom ses actually witten into the enlistnment contract wll
be kept. Itens 8 and 13 of DD Form 4, Enlistnment/Reenlistnment Docunent,
deal with enlistnment prom ses and nust be stressed so that applicants have
a legitimte understanding of their significance. Specific statenents of
understandi ng are prescribed for enlistnments with a guarantee. For genera
service enlistnents (open contracts), the DD Form 4, and section IV of the
DD Form 1966 wi |l adequately suffice, if used properly.

e. Real or inplied prom ses that cannot be honored result in
consequences that are seriously danaging to our recruiting efforts.
Questionable recruiting practices not only tend to jeopardi ze acconpli shnent
of the mission, they also mar the integrity of the individual Marine, the
Recruiting Command, and the Marine Corps. Such nethods are not condoned
and will not be enpl oyed.

3. Recruiter Intervention with the Judicial System Under no circunstances
wWill recruiting personnel directly or indirectly intervene on behalf of a
prospective applicant who is awaiting action by court authorities.

a. Recruiting personnel will not appear in court or before judicia
authorities at_any tine (i.e., District Attorney, Assistant DA, Prosecuting
Aut hority, etc.) nor will they initiate comrunication with the same, with or
on behal f of any prospect, applicant, nenber of the Delayed Entry Program
(DEP) or Selected Marine Corps Reserve (SMCR) awaiting initial active duty
for training (IADT).

b. Informal conversations with defense attorneys or probation/parole
officers will be limted to explaining Marine Corps recruiting policies. No
opinions will be given that woul d even suggest that enlistment or retention
of an unqualified individual is a possibility. The nornmal course of court
action nust be allowed to occur w thout the assistance, intervention, or
i nfluence of recruiting personnel

4. Reporting Recruiting Irregularities. Organizational reporting procedures
for incidents of recruiting nmal practi ce or m sconduct
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are set forth in the current edition of MCO 1130.65. In addition, al
Recruiting Command personnel who beconme aware of or suspect recruiting
irregularities nust report such activities to their imed ate superior
Commandi ng general s, district conmandi ng officers, conmandi ng officers of
recruiting stations will initiate inquiries into allegations or conplaints
of recruiting irregularities, including those allegations forwarded from
the Mlitary Entrance Processing Conmand ( MEPCOM .

5. Bribes. 1In the event an applicant attenpts to bribe recruiting
personnel for any purpose, it will be reported to the district comrandi ng
officer, via the chain of conmand, who will forward the report to the
appropriate depot. The applicant will be rejected.

1106. UN FORNMS.

1. The Marine blue dress uniformis distinctively Marine, and is

uni versal ly recogni zed and respected throughout the United States hy
Arericans fromall walks of life. To them this uniformrepresents the
best in mlitary professionalismand soldierly virtue. The blue dress
uni form | ooks sharp and satisfies America s perception of what a Marine
should ook like. In short, it is the single uniformthat signifies
Marine to a large majority of Americans. The Marine Corps adverti sing
effort recognizes this and builds upon it. Successful recruiters
recogni ze this and use it to their advantage.

2. It would be counterproductive for recruiting personnel to attend
cerenoni al functions or to conduct official presentations in any uniform
other than the blue dress uniform Therefore, the prescribed uniformfor
recruiting personnel, officer and enlisted, appearing on any high school
coll ege or university canpus, television program or at any public
gathering, patriotic celebration, or other such event, will be the blue
dress uniform Those personnel assisting the recruiting effort on a
tenporary basis who do not possess the blue dress uniform are excluded
fromthis policy. Instead, they will wear the prescribed seasonal uniform

3. The uniformfor the daily routine, to include regular high school visits,
will be as specified by cormmanding officers. The uniformfor exceptiona
presentations (e.g., conbat displays, physical fitness tests) will also be
speci fied by the commandi ng of ficer

1107. HOURS OF OPERATI ON, MARI NE CORPS RECRUI TI NG COMVAND

Commandi ng of ficers of Marine Corps Recruiting districts will prescribe
wor ki ng hours for recruiting stations, recruiting substations, and

per manent contact stations. Consideration wll

1-7



be given to staggering the working hours to permt offices to remain open
during peak recruiting hours of the day.

1108. | NSPECTI ONS.

1. Frequent inspections of, or visits to, Marine Corps recruiting
stations by the district commandi ng of ficer or representative are

consi dered essential to proper functioning of the recruiting effort.
Recruiting nethods shall be under constant inspection by the district
comandi ng officer so that no discredit can be brought on the Marine
Corps by questionabl e advertising, false prom ses, or unethical practices.

2. Commandi ng officers of recruiting stations will inspect/visit their
substations as prescribed by the Guidebook for Recruiters. Geater
frequency is encouraged where circunstances and tinme permt. Station
executive officers, sergeants ngjor, and recruiter instructors nmay perform
such inspections/visits when directed by conmandi ng officers; such

del egation i s encouraged.
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CHAPTER 1

RECRUI TI NG PCLI ClI ES

SECTION 2: CONDUCT W TH CI VI LI ANS AND OTHER SERVI CES

1200. PURPOSE. The purpose of this section is to define the appropriate
mlitary conduct and cooperation required with civilians and other services.

1201. CONDUCT W TH APPLI CANTS

1. Courtesy to Applicants. Al applicants will be treated with courtesy,
respect, dignity, and consideration. This applies equally to rejected
applicants. Recruiters have the responsibility for tactfully inform ng
disqualified applicants of their ineligibility to enlist or reenlist.

Rej ected applicants nmust be made to feel that the Marine Corps also regrets
they cannot be accepted and that their interest in the Marine Corps is
greatly appreci at ed.

2. Sexual harassnment and discrimnation

a. The nature of recruiting is such that we are under the daily
scrutiny of the public eye. As such, any action which jeopardi zes the
public trust and confidence will adversely effect our ability to
acconpl i sh our m ssion.

b. Recruiters often provide the first inpression of the Marine Corps
for many applicants, their friends and fanilies; thus, their conduct rmnust
be above reproach at all times. Wulgar, sexually explicit, or obscene
| anguage or conduct is unprofessional and will not be tolerated. Further
menbers of the opposite sex should never be nade to feel that a recruiter
or nenber of the Recruiting Conmand is ever taking advantage of a
situation; even the appearance of a situation that could be m sconstrued
will not be tolerated. Failure to adhere to this policy could result in
adm nistrative and disciplinary action

c. It is inperative that all Marines, Sailors, civilian enployees
and pool ees of the command understand the Marine Corps policy on
di scrimnation and sexual harassnment as defined in MCO 5300.10. Commuanders
at all levels will ensure that every nenber under their charge has been
provi ded di scrimnation and sexual harassnment training and education in
accordance with the current Marine Corps O der.

3. Information and Instructions to be Gven to Applicants and Enli st ees.
To sustain the readi ness of the Marine Corps, the
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Recruiting Conmmand nust find abl e-bodi ed, spirited individuals who can
endure rigorous training, accept firmdiscipline, respond to sound

| eadership, and performtheir duties in a conpetent manner. The purpose
of enlistnment screening and processing is to determne if applicants fit
these general criteria, and to see if they have the potential to serve
successfully as United States Marines. Recruiting personnel have an

i mportant obligation to help ensure success by carefully informng and

i nstructing applicants and new enlistees about what they can expect and
about what will be expected of themin return. See Chapter 4 to fulfil
this responsibility.

1202. REFERRI NG APPLI CANTS

1. Marine Corps recruiting personnel have detail ed know edge of this
criteria for enlistment and reenlistnent, and a general know edge of the
rati onal e associated with enlistnent standards. Recruiting personnel wll
resol ve cases locally by answering all questions to the best of their

ability. |If recruiting personnel lack information, they will obtain it
through their chain of command. Recruiting personnel will advise applicants
that all matters pertaining to their enlistnent or reenlistnment will be

handl ed | ocally. Recruiting personnel will not advise or instruct
applicants to visit, wite or otherwi se conmunicate with the CG MCRC, CMC,
or other headquarters, agencies, or elected officials, for information
regardi ng enlistnment or reenlistnent.

2. Cases that require information fromor action by the CG MCRC will be
handl ed by the local recruiting station via the appropriate Marine Corps
district and/or recruit depot. Conmanding O ficers of recruiting stations
are responsi ble for ensuring that personnel under their charge are
thoroughly famliar with the foregoing.

1203. RECRUI TI NG PALI CY FOR SECONDARY SCHOOLS.

1. Stay-in-School. Recruiters will enphatically encourage secondary schoo
students to stay in school and graduate. The Marine Corps does not want to
enlist high school drop-outs. Detailed instructions for processing high
school drop-outs, however, are contained in chapter 3, section 2, part D
page 3-47, of this Manual.

2. 1n-School Recruiting.

a. The Marine Corps prefers to nake separate presentations by Marine
Corps recruiters at assenblies, career-day activities, and at other simlar
programnms or gatherings. Wen desired by |Iocal school officials, however,
arrangenents for joint in-school presentations can be nmade. Marine Corps
recruiters will give
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their full cooperation and assistance. |If a joint service commttee is
organi zed to plan the presentation, the school should be invited to furnish
a representative, such as a guidance counselor, to act as a liaison

b. School officials should be encouraged to inform students about the
vocational and career opportunities available in the Armed Forces. Al
possi bl e assi stance in conveying this information to students shoul d be
given. Vocational guidance materials are available to school guidance
counselors and librarians from Headquarters, U S. Mlitary Entrance
Processi ng Command (USMEPCOM). Listings of Marine Corps filns, reference
mat eri al s and occupational field descriptions are available to gui dance
counselors with the annual Educator’s Cal endar. The Recruiter Support
Material Guide (RSM5, distributed to each recruiting station, lists al
supporting material available to the field.

3. Cooperation with Gher Mlitary Procurenent Efforts and Wth
Educational Authorities.

a. Like the Marine Corps, the National Guard, Air National CGuard,
Coast CGuard, and other services will be encouraged to participate in the
secondary school program Marine Corps recruiters nust cooperate with
ot her service recruiters and work conscientiously to elimnate any doubts,
m sconceptions, or negative attitudes about our Arned Forces.

b. Recruiting personnel will cooperate to the fullest extent with al
officials of the education system The contents of this paragraph nay be
shown to any interested school representative.

1204. RELATIONSHI PS W TH OTHER ACGENCI ES AND M LI TARY COMVANDS

1. Recruiting personnel must form nmaintain, and inprove cooperative working
rel ationships with all organi zations and individuals. During day-to-day
operations, however, problens will occasionally arise. Wen questions or

di fferences do occur, common-sense sol utions should be sought. Solutions
reached at the | owest possible I evel are nost often the best ones. Such
solutions will lead to even greater cooperation and a better nutua
understanding. To nore efficiently acconplish the mssion, a special effort
shoul d be nmade to establish good rapport with:

a. MEPCOM Recruiting personnel nust not fail to give praise or
extend appreciation on appropriate occasions. Recruiting personnel should
periodically review the performnce of MEPCOM conmands and personnel who
provide themw th direct
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support. \Wen appropriate, appreciation or recognition should be expressed
officially. Cases of exceptional performance, either in a single instance or
over a period of time, should be brought to the attention of the CG MCRC (RE)
so that official recognition can be expressed fromthat |evel

b. Mrine Corps Reserve Units. The precedi ng subparagraph applies
equally to Marine Corps Reserve unit personnel. Recruiting stations and
Reserve units each have recruiting responsibilities. At the |ocal |evel,
recruiters nust provide pertinent information to the appropriate Reserve
unit on all potentially qualified prior service (any service) applicants
who do not join their unit. Additional details and responsibilities are
contained in the current edition of MCO 1130. 56.

c. Assistance to the Naval Medical Program Requirements of the Navy
Medi cal Program are of concern to all assigned to recruiting within the
naval service. 1In this regard, Marine Corps recruiters will provide every
assistance to the Navy recruiting effort by referring potential nursing,
dental, or nedical service personnel to the nearest Navy recruiting office.

2. Casualty Notification.

a. In the case of first-termenlistees, when the CMC (\MHP-10) notifies
a district of a casualty whose next of kin nust be informed, the district
will determ ne what recruiting station enlisted the casualty.

b. The district will ensure that the casualty’s recruiting station is
notified of the facts concerning the casualty' s status: diagnhosis and
prognosis. The commandi ng officer of the recruiting station will ensure
that the NCO C of the casualty’s recruiting substation or permanent contact
station is notified. The NCOC will note the facts and ensure that
recruiters are also aware of the casualty’s status

NOTE. This procedure gives local recruiters infornation about their
recruiting areas and hel ps preclude enbarrassnent through ignorance. This
procedure is in addition to those prescribed in the current edition of

MCO P3040. 4 ( MARCORCASPROCVAN) and ot her Marine Corps Directives

c. SMCR enlistees (Category L'’s and P's) awaiting initial active duty
for training may be eligible for Servicenmen’s Goup Life Insurance (SG.I)
benefits even though they have not paid prem uns, conpleted an SG.I form or
served on active duty. Final determination is nade by the office of SG.I
Report deaths of SMCR enlistees awaiting |ADT to the CMC (MHP-10) per the
MARCORCASPROCMVAN
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3. Selective Service System

a. Registration.

(1) Registration is a very inportant and sensitive issue. It
is essential that recruiters use sound judgnment and discretion and avoid
i nvol venent in the registration process. Recruiters will not request nanes
and addresses from postal authorities, volunteer to help postal authorities
acconplish registration, nor approach registrants either while in lines or
while in or around post offices during registration.

(2) Since 1 Decenber 1983, the following draft registration
statement has been incorporated into the enlistnent contract (DD Form 4):

"I understand that my signature on this contract al so constitutes
registration to the extent required of me under the MIlitary Sel ective
Service Act. | authorize the Departnent of Defense to transmt pertinent
personnel records to the Selective Service System including nane, socia
security number, date of birth and current address, for the purpose of
nmeeti ng applicable registration and information reporting requirenents.”

Conpl etion of the DD Form 4 is tantanount to registration. All identifying
information is provided by the Departnment of Defense to the Sel ective
Service System

b. Enlistnment of Registrants Ordered for |nduction

(1) Registrants who have been issued a notice to report for
i nduction may enlist or accept an appointnment in the Mari ne Corps or the
SMCR, provided that the date of enlistnent or appointnent is at |least 10
days prior to the schedul ed reporting date for induction (in tines of
nmobi lization for war, a "notice to report” may preclude any chance to
volunteer). These individuals nay apply for any enlisted program
including the DEP. Enlistnment may be for any term of service authorized
by current regul ations.

(2) In the case of a registrant whose induction reporting date
has been postponed, the enlistnent or appointnment will be valid if it is
acconplished at |east 10 days prior to the reschedul ed reporting date.

(3) Conmanding officers of recruiting stations should expeditiously
i nform appropriate | ocal selective service boards of those registrants who
have been issued orders to report for induction and who are being actively
processed for enlistnent
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into the Regul ar or Reserve Forces. This information should include a
projected date on which the registrants will be sworn onto active duty.

(4) Induction of personnel assigned to the Marine Corps will be
effected by personnel of the MEPS per chapter 9 of MCO P1100.75. Appendix F
of this Manual contains supplenental information for the Recruiting Service
in the event of nobilization

4. Sending Recruiting Materials Qutside the United States.

a. Wen witten inquiries are received fromforeign nationals, they
wi Il be expeditiously forwarded via chain of command to the MCRC (RE) for

reply.

b. The forwarding of recruiting information or naterial into a foreign
country, without the consent of the country concerned, is a violation of
international law and is prohibited regardl ess of the nmethod of comunication
except as noted bel ow.

c. It is permssible to give recruiting information and naterial to
forei gn nationals who appear in person at recruiting offices in the United
States or its possessions. It is also permissible to send recruiting

information or nmaterial to:
(1) United States Territories
(a) Anmerican Sanpa
(b) Guam
(c) Mdway and Wake I sl ands,
(d) Northern Marianas |sl ands,
(e) Puerto Rico,
(f) Trust Territory of the Pacific Islands (M cronesia) and
(g0 US. Virgin Islands, and

(2) United States diplomatic officials living in foreign
countries, and;

(3) United States military or government-sponsored personne

(e.g., mlitary nmenbers, their dependents, or dependents of diplonmatic
personnel living in foreign countries).
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d. If there is any doubt or question, refer the matter to the MCRC
(RE).

5. Drifters. Applicants normally apply for enlistnent at the recruiting
station nearest their residence or place of enploynment. This enables a
recruiter to properly ascertain an applicant’s qualifications. Wen
applicants apply at a station distant fromtheir hone or place of enploynent,
the recruiter nust determne the applicant’s status. |In nmany cases, these

i ndi vi dual s have been previously rejected, or they are sinply not desirable
applicants. To help make a determ nation, recruiters should comunicate with
the recruiting office nearest to an applicants hone. The "drifter-type"
generally is not desirable for service in the Marine Corps.

1205. COOPERATION WTH C VI LI AN AUTHORI Tl ES

1. The Department of Defense and the Departnent of Labor have a reciproca
wor ki ng rel ati onshi p.

a. State enploynent services should fully cooperate with the Arned
Forces bhy:

(1) Providing career information to job applicants expressing an
interest in mlitary service.

(2) Referring interested job-seekers to appropriate mlitary
recruiters, and;

(3) Making office desk space available intermttently to inter-
service mlitary recruiters when it does not interfere with enpl oynent
service functions and operations. Providing such space, while encouraged
by the Education Training Act, nmust be deci ded by state agency officials.

b. In return, recruiters should establish procedures to refer
applicants who cannot qualify for enlistnment to the |ocal state enpl oynent
service offices. They are responsible for testing, counseling, and selecting
persons for occupational training or enploynent, including opportunities in
the Job Corps and Nei ghborhood Youth Cor ps.

2. Job and Training Opportunities in the Armed Forces. Conmanding O ficers

of recruiting stations will establish nmutually satisfactory arrangenments with
state enpl oynent service offices in their areas of responsibility to provide

i nformati on on job and training opportunities in the Marine Corps, including,
but not limted to, the follow ng.
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a. Provide the local state enploynent service offices with current
printed materials that give information on job and training opportunities
avail abl e to nmenbers of the Marine Corps.

b. Ensure tinely replacenent of these materials, as required, and;

c. Coordinate with the local state enploynent service offices to
establish nmutually acceptabl e procedures to be foll owed for referring
i ndividuals to Marine Corps recruiting offices for particul ars about jobs
and training opportunities in the Marine Corps.

3. National Voter Registration Act (NVRA) of 1993. This act requires
cooperation between Arned Forces recruiters and Federal /State el ection
officials to facilitate voter registration. Inplenmentation procedures and
policies are coordinated by the DOD Federal Voting Assistance Program of fice.
Recruiting personnel will receive all guidance and direction fromthis
headquarters and not fromlocal election officials. Specific details are
publ i shed under separate correspondence.

1206. PRI VILEGED COVWUNI CATI ONS AND APPLI CABI LI TY OF THE PRI VACY ACT OF
1974.

1. Release of information pertaining to mlitary personnel, applicants,
and dependents to unauthorized individuals or agencies outside of DoD is
prohibited. This restriction includes, but is not limted to, the rel ease
of mailing lists or rosters.

2. As a prelimnary step in enlistnment processing, recruiters will require
applicants to conplete Privacy Act Statenents (NAVMC 11000 and DD Form 2005).
See chapter 4 for processing procedures and for infornmation on forns.

3. \When unresolved crimnal conduct on the part of an applicant is
suspected, release of any information about the applicant to agenci es outside
DoD is not authorized, except to a | aw enforcenent agency. However, a |aw
enf orcenent agency must request specific information. |Its request nay be
made by any avail abl e means of communi cation to acconplish its mission. The
request must both specify the particular record or portion desired, and al so
explain the | aw enforcenment purpose for which the record of information is
bei ng requested. When records or information are disclosed in this manner
applicants do not have to consent to the rel ease, but an account of the

di sclosure is mandatory. MCO P5211.2 contains additional instructions on
the Privacy Act of 1974.
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4. Restrictions also extend to infornmation obtained fromthird parties, and
apply regardl ess of whether the information is received orally, in witing,
or in response to formal requests (e.g., police checks, personal references,
educational records checks). It is expressly intended that applicants and/or
their famlies not be advised of either the source, the specifics, or even
the general content of the information received regarding an applicant’s
background or qualifications. This is the nost inportant aspect of
recruiting. Al recruiting personnel nust be continuously aware that it
woul d be inpossible to obtain objective information from community nmenbers if
they were not totally assured of the privacy and privileged status that their

i nformati on would receive in the hands of recruiters. It nust be clearly
understood that this would include any and all information obtained by
recruiters regardl ess of the manner in which is obtained. In cases in which

applicants transport their own application file, special care nust be taken
to safeguard information (i.e., use of doubl e-seal ed envel opes and explicit
instructions to the applicants).
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CHAPTER 2
RECRUI TI NG SUPPCRT PROGRANMS
SECTI ON 1: | NTRODUCTI ON
2100. PURPOSE. This chapter provides information and instructions on

recruiting support prograns for use in acconplishing the recruiting mssion
To accomplish its purpose, this chapter is organized into four sections:

Section 1 I ntroduction

Section 2 General Support

Section 3 Enlistnment Incentive Prograns
Section 4 Recruiting-rel ated Prograns



CHAPTER 2
RECRUI TI NG SUPPORT PROGRAMS
SECTI ON 2: GENERAL SUPPORT

2200. PURPOSE. This section identifies directives, plans, and prograns that
provi de general support for the Marine Corps recruiting effort.

2201. M LITARY ENTRANCE PROCESSI NG STATION (MEPS). The primary m ssion of
MEPS i s the exam nation of applicants to deternmine their nmedical and nenta
qualifications for enlistnment in the U S. Arnmed Forces in accordance with
eligibility standards established by the service concerned, and the
enlistrment of those applicants in the Armed Forces who are accepted by the
sponsoring service. A joint service publication, MCO P1100.75 prescribes
MEPS operational policies, functions and procedures. It also prescribes
rel ated policies and procedures applicable to recruiting activities of the
Arnmed Forces, and contains agency and comrand responsibilities for operation
and support of MEPS. The |ast chapter provides general processing
instructions for selective service registrants.

2202. ARMED FORCES VOCATI ONAL TESTI NG PROGRAM

1. The program aids high school students in determ ning aptitudes in severa
vocational areas and hel ps them explore career options. It is offered on a
vol untary, no-costs basis to school adm nistrators and students. Testing
results are provided to the school, to the student, and to the Arned Forces
recruiting personnel. High school counselors use results of the ASVAB to
counsel students on career alternatives, and recruiting services use test
results in their enlistnment efforts. A joint service publication

MCO 1130.52, provides instructions for the high school ASVAB program

2. Test Security.

a. |If any portion of an ASVAB test formis conpromi sed, the test’s
usefulness to the Marine Corps is subverted. The Recruiting Conmand,
therefore, must provide full assistance to MEPCOMto elimnate test |oss
and/ or conprom se.

b. District conmanding officers are charged with taking all possible
steps to elimnate ASVAB conprom se. Al recruiting personnel should be fully
aware that acts which result in test |loss and/or conpronise will not be
t ol er at ed.



c. Wth regard to ASVAB test security, there are two basic prohibitions
that apply to nenbers of the Recruiting Comrand:

(1) Possession or use of ASVAB test material in any form to
i ncl ude any questions or material that have been extracted or reproduced,
by what ever nmeans, from ASVAB test booklets, is not authorized.

(2) Answers to test questions will not be divulged to anyone for
any reason, under any circunstance.

d. Although not necessarily all inclusive, the follow ng subparagraphs
list specific actions that constitute test conprom se. These actions are
expressly prohibited, and the prohibitions are not linted to nmenbers of the
Recruiting Command. Marines who becone aware of violations nmust report them
to their superiors.

(1) Oal or witten discussion of contents of test material by
aut hori zed personnel with any individual prohibited access to the materi al

(2) Oal or witten discussion revealing the contents of test
mat eri al by an exam nee with any other individual under any circunstances.

(3) Questioning of exami nees by any recruiter for the purpose of
gai ni ng knowl edge of the contents of test materials.

(4) Devel opnent, construction, reproduction, distribution, or
possession of any "local test,"” "practice test," "pretest,"” or other docunent
cont ai ni ng questions or other information regarding the specific content of
authorized test material, for any purpose whatsoever, except as authorized
by the CG MCRC

(5) Reproduction or copying of any test material, in whole or in
part, for any purpose.

(6) Renopval of test material froman exam ning room by an exam nee
or by other unauthorized person.

(7) Leaving an exam nee or group of exani nees unsupervi sed during
a testing session.

(8) Failure to account for the location or disposition of all test
materials at any tine.

(9) Transfer of test material not in accordance with authorized
procedures.
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(10) Destruction of test naterials not in accordance with
aut hori zed procedures.

(11) Conduct of any official or unofficial, formal or informal
trai ning course or session which concentrates on "teaching the test," or
whi ch enphasi zes information specifically known to be covered by an
applicable test.

(12) Opening of or tanpering with any package contai ning test
mat eri al s by an unauthorized i ndi vi dual

(13) Inproper storage of test material

(14) Access to any safe, filing case, or vault containing test
mat eri al by any individual not specifically authorized access to test
mat eri al .

(15) Theft or unauthorized use, possession, sale, or rel ease of
test material by any individual

(16) Intentionally changing test scores by test scoring personne
or knowi ngly maki ng erroneous entries or changing test scores on officia
records by an individuals.

(17) Appointnment of individuals as "alternate,” "associate,"”
"tenporary," "energency,"” or "nonpernmanent" test control officers (TCO s),
or the |ike appointnment of any other official authorized access to test
materials for the purpose, in whole or in part, of gaining know edge of
the contents of tests for personal or any other reason, or for the purpose
of circunventing any of the provisions of this paragraph

(18) Taking any other action which could result in the
unaut hori zed di scl osure of test material or the contents thereof.

e. Incidents of test conprom se nust be reported and investi gated.
Such incidents will be reported tel ephonically via the appropriate chain of
command to the CG MCRC within 72 hours of discovery. |n cases that involve

Marines, a copy of the investigation will also be forwarded to the CG MCRC
for a final decision.

2203. DELAYED ENTRY PROGRAM ( DEP)

1. Ceneral Information.

a. This programpermts the Recruiting Conmand to